
Parking and Bridge Tolls,
transportation services, event/
registration fees, checked baggage.
Expenses exceeding $50 require
receipts

Use Statewide Master Contract to
book flights
Purchase airfare with agency
Charge Card
Can be reimbursed for up to 2
checked-in bags.

Valet services, entertainment
expenses, seat upgrades, first
class airfare, etc. are considered
personal preference and cannot
be reimbursed. (except ADA
accommodations)

POV mileage reimbursement rate:
$0.56 (changes every Jan 1st)
Daily commute between official
residence and official station is
not reimbursable

Per Diem rates cover: meal cost,    
tax, tips, and incidentals
Eligibility: Travel status for 11
hours OR overnight travel
Can't reimburse if meal is
provided

Receipts Required
If exceeding rates - need pre-approval
Lodging Taxes - are in addition to
per Diem
Lodging must be more than 50 miles
of residence/official station

Meals

Mileage

Misc Expenses

Personal Prefrences

Lodging

Air Travel

WASHINGTON STATE
EMPLOYEE TRAVEL RULES

Meals Reimbursement Eligibility: Travel status
for 5 hours OR overnight travel - does not apply
to boards and commissions following the daily
or hourly rate.
Reimbursements per daily and hourly rates are
taxable.

Up to 150% - must meet at least one of the 6
listed exceptions in section (a)
Exceeds 150% - must meet all 3 of the listed
exceptions in section (b)

10.10.50 Out-of-state travel 
(except neighboring counties)

10.30.20 Lodging over per Diem:

10.30.30 Lodging less than 50 miles of
residence/official station

Commissioners

Required Prior Approvals


